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Chapter 1: Introduction 

The purpose of this guide is to identify the major financial management related roles, responsibilities, 

regulations, and requirements associated with the Defense Travel System (DTS). It provides information for 

Accountable Officials, such as Authorizing Officials (AOs), Budget Defense Travel Administrators (BDTAs), 

Certifying Officers, Finance Defense Travel Administrators (FDTAs), Debt Management Monitors (DMMs), and 

Routing Officials. You can review user roles in the DTA Manual, Chapter 3 and the responsibility of primary DTS 

users in the DTS Regulations, DoDI 5154.31, Volume 3. 

¢Ƙƛǎ ŘƻŎǳƳŜƴǘ ƛƴŎƭǳŘŜǎ ŀ ŘŜǎŎǊƛǇǘƛƻƴ ƻŦ ǘƘŜ /ŜǊǘƛŦȅƛƴƎ hŦŦƛŎŜǊΩǎ ǊƻƭŜ ƛƴ ǘƘŜ ǇŀȅƳŜƴǘ ǇǊƻŎŜǎǎ ŀƴŘ ǇŜŎǳƴƛŀǊȅ 

liability for financial losses along with an overview of DTS financial management-related functions and other 

topics concerning finances and resource management. You can find a variety of training resources on the DTMO 

website at https://www.travel.dod.mil/Training/.  

As this document is a guide and is not an official Department of Defense (DoD) regulation, so personnel should 

consult official DoD regulations i.e., the DoD Financial Management Regulation (DoD FMR), Joint Travel 

Regulations (JTR), and their Component regulations regarding travel compliance. 

 

  

https://media.defense.gov/2022/May/11/2002994799/-1/-1/0/DTA_3.PDF
https://www.travel.dod.mil/Portals/119/Documents/DTS/DTS%20Regulations%2020210812.pdf?ver=VfpoSUpC5RkeYkAX8zsH9A%3d%3d
https://www.travel.dod.mil/Training/
https://comptroller.defense.gov/FMR/
https://www.travel.dod.mil/Policy-Regulations/Joint-Travel-Regulations/
https://www.travel.dod.mil/Policy-Regulations/Joint-Travel-Regulations/
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Chapter 2: Funds Control 

This section provides information on the funds control process in DTS and the crucial roles of the FDTA and 

BDTA. Depending upon your Component, the responsibility ŦƻǊ ƳŀƴŀƎƛƴƎ ǘƘŜ ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ ƭƛƴŜǎ ƻŦ ŀŎŎƻǳƴǘƛƴƎ 

(LOAs), and establishing the travel budgets using the DTS Budget Tool may be a single role or a separation of 

duties. The FDTA generally functions as the primary point of contact of an organization for all financial 

management-related activities in DTS. 

The FDTA or BDTA function may consist of one or more persons (a DoD civilian employee or military member) in 

the budget, resource management, accounting, or finance office that is responsible for assisting in the 

management and support of DTS. 

A FDTA or BDTA responsibilities, as established by the local organization, may include: 

¶ Maintain LOAs and budgets (see Chapter 8) 

¶ Process rejects from accounting and disbursing systems 

¶ Manage travel documents and reports 

¶ Reconcile Central Billed Accounts (CBAs), if appointed as a CBA Specialist 

¶ Track traveler debt, if appointed as a Debt Management Monitor (DMM) 

¶ Operate the local help desk 

¶ Use the cross organizational funding features (see Chapter 10) 

¶ Appointment letters, if assigned by local policy 

Not all accounting systems record travel budget data at the detail level provided in DTS. However, the official 

funds control data resides in the appropriate Defense Accounting and Disbursing System (DADS). These systems 

support/provide accounting and disbursing functions based on the financial transactions submitted from DTS. 

2.1 Financial DTA (FDTA) 

The FDTA is responsible for assisting in the financial management and support of DTS for an organization or 

installation. The FDTA ensures all financial information is current and accurate. For this role, the DTS profile 

generally requires permission levels 0, 1, 3, 5, and/or 6, as well as organization access to LOAs and budgets. The 

FDTA creates, updates, and deletes the LOAs that belong to their organizations. If part of their specified duties, 

they assign each LOA a corresponding DTS budget. When a LOA is no longer required, they have the option of 

removing the LOA from DTS, to prevent improper use of a LOA in new travel documents. Note: Check with your 

resource management office and/or local business before removing LOAs from DTS. 

You can review the DTS Regulations and the DoD FMR on travel roles and appointments. Note: If an 

appointment is necessary for a FDTA, follow the regulations and your local business rules. 

The FDTA serves as the primary POC for correcting rejected transactions resulting from financial errors. If the 

LOA does not pass the audit in the accounting system, an error message generates, the transaction rejects, and 

a REJECTED stamp appears on the Digital Signature screen. Note: You may need to select the Show Previous 

Stamps link to view all available document stamps. The unsuccessful transaction requires corrective action in 

the form of an amendment. After correcting the error, signing and then approving the amendment, resends the 

transaction back to the accounting system for processing. Any delay in correcting the transaction will hinder 

authorization approval or voucher reimbursement. 

https://www.travel.dod.mil/Portals/119/Documents/DTS/DTS%20Regulations%2020210812.pdf?ver=VfpoSUpC5RkeYkAX8zsH9A%3d%3d
https://comptroller.defense.gov/FMR/
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The FDTA must comply with all Department-wide and local financial policies and procedures for establishing and 

maintaining LOAs and must be familiar with the regulations listed below: 

¶ DoD FMR 

¶ JTR 

¶ Component internal control policies and procedures 

In addition to finance and accounting functions, the FDTA may have additional DTA responsibilities. The FDTA is 

an integral part of the local help desk function and may serve as the local contact for issues such as travel 

allowances and policies. 

Additional information is available in the documents listed below: 

¶ Creating and maintaining LOAs: See the DTA Manual, Chapter 8 

¶ Guidance on Fiscal Year Crossover for LOAs: See the DTS Guide to Establishing LOAs and Budgets for the 

New Fiscal Year 

¶ Using the DTS Budget Tool to set up budgets for a new Fiscal Year: See the DTA Manual, Chapter 9 

¶ How to run DTS Reports: See the DTA Manual, Chapter 10 

2.2 Budget DTA (DTA) 

A BDTA overseas the DTS Budget and runs reports to manage funding. For this role, a DTS profile requires 

permission levels 0, 1, and 3 as well as organization access. The BDTA can create, update, and inactivate budgets 

in the DTS Budget Tool. During the beginning of the Fiscal Year (FY), the BDTA administers the new budget 

actions. The funds entered into the Budget Tool typically mirror the funding data in the official accounting 

systems. Then any changes in funding targets should coincide with normal fund distribution cycles. The BDTA 

reconciles the balances in the Budget Tool with official accounting records regularly, in accordance with local 

policies. 

You can review the DTS Regulations and the DoD FMR on travel roles and appointments. Note: If an 

appointment is necessary for a BDTA, follow the regulations and your local business rules. 

The FDTA first creates the LOA and has the option to establish a budget item at the same time or wait and 

establish the budget later. Regardless of how the budget item is created, all funding actions (i.e., loading money) 

must occur in the Budget Tool, see the DTA Manual, Chapter 9.  

The Budget Tool allows the BDTA to control the funds tied to each LOA and provides real time fund status in 

DTS, displaying balance information during the approval process. If an AO attempts to approve a trip using a 

budget with insufficient funds, DTS implements a hard stop and alerts the AO of the submission failure. The AO 

must contact the FDTA or BDTA to request additional funds for the budget. Once BDTA or FDTA adjusts the 

budget target, then the AO can successfully approve the trip updating the budget funding balance. 

The BDTA can use the Budget Tool Reports within DTS to manage funds. BDTAs or FDTAs may also be required 

to use the Management Information System (MIS) query capabilities for various military pay reports as 

described in Chapter 12 of this guide. For more about the standard DTS reports and the MIS query, see the DTA 

Manual, Chapter 10. 

 

https://media.defense.gov/2022/May/11/2002994836/-1/-1/0/DTA_8.PDF
https://media.defense.gov/2022/May/12/2002995654/-1/-1/0/ESTABLISH_LOAS_FOR_THE_NEW_YEAR.PDF
https://media.defense.gov/2022/May/12/2002995654/-1/-1/0/ESTABLISH_LOAS_FOR_THE_NEW_YEAR.PDF
https://media.defense.gov/2022/May/11/2002994835/-1/-1/0/DTA_9.PDF
https://media.defense.gov/2022/May/11/2002994832/-1/-1/0/DTA_10.PDF
https://www.travel.dod.mil/Portals/119/Documents/DTS/DTS%20Regulations%2020210812.pdf?ver=VfpoSUpC5RkeYkAX8zsH9A%3d%3d
https://comptroller.defense.gov/FMR/
https://media.defense.gov/2022/May/11/2002994835/-1/-1/0/DTA_9.PDF
https://media.defense.gov/2022/May/11/2002994832/-1/-1/0/DTA_10.PDF
https://media.defense.gov/2022/May/11/2002994832/-1/-1/0/DTA_10.PDF
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2.2.1 Budget Adjustment 

Besides the Fiscal Year (FY) start up and end of year close out, there may be times when a DTS budget requires 

an adjustment to the funding targets.  

¶ A decrease may be necessary, if the balance reflects an improper dollar amount entered into a budget 

item. 

¶ An increase may be necessary to account for additional funds or when an automatic de-obligation to 

ŀŘƧǳǎǘ ǘƘŜ ōǳŘƎŜǘ ƛǘŜƳ ŎŀƴΩǘ ƻŎŎǳǊ όŜΦƎΦΣ ŀ ǎǘǳŎƪ ŘƻŎǳƳŜƴǘύΦ 

Review the DTA Manual, Chapter 9 on how to adjust the budget targets. If target changes are necessary because 

of a stuck document, then recommend reading the information paper, Manual Abandon Stamp for the complete 

process. 

  

https://media.defense.gov/2022/May/11/2002994835/-1/-1/0/DTA_9.PDF
https://media.defense.gov/2022/May/12/2002995779/-1/-1/0/MANUAL_ABANDON_STAMP.PDF
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Chapter 3: Debt Management Monitor (DMM) 

If a FDTA must manage travel-related debt in DTS, designate the individual as a Debt Management Monitor  

(DMM). A DMM requires DTS permission levels 0, 1, and 6, as well as organization and group access along with a 

special role indicator in the profile. DMMs use the Debt Management Tool to communicate with the 

appropriate offices and systems, generate reports, and provide emails to travelers and AO to manage and track 

debt. You can review the DTS Regulations and the DoD FMR on travel roles and appointments. Further details on 

the roles and responsibilities of the DMM are available in the Guide to Managing Travel-Incurred Debt.  

Note: If an appointment is necessary for a DMM, follow the regulations and your local business rules. 

  

https://www.travel.dod.mil/Portals/119/Documents/DTS/DTS%20Regulations%2020210812.pdf?ver=VfpoSUpC5RkeYkAX8zsH9A%3d%3d
https://comptroller.defense.gov/FMR/
https://media.defense.gov/2022/May/12/2002995651/-1/-1/0/GUIDE_TO_MANAGING_TRAVEL_INCURRED_DEBT.PDF
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Chapter 4: Authorizing Official (AO) 

Travel documents in DTS require approval before a traveler can travel or receive payment for official travel 

expenses. An AO requires DTS permission levels 0 and 2. They are responsible for ensuring all travel follows DoD 

travel regulations per the Joint Travel Regulations (JTR). The AO acts as a Certifying Officer (see Chapter 5) for 

DTS documents, and is the individual who controls the mission, authorizes the trip, and allocates funds for TDY 

travel. AOs are not required to be travel experts, but should have some knowledge of allowances and eligibility 

requirements described in the JTR. DTS institutes compliance features with flags and reason codes, which trigger 

in documents and provides access to allowances to help the AOs with their travel duties. 

Most AOs require an appointment as a Certifying Officer, which means they require a DD Form 577 appointment 

(see Appendix C). When this appointment expires, use the same DD Form 577 to terminate the appointment. A 

5¢! Ƴǳǎǘ ŀƭǎƻ ǊŜŘǳŎŜ ǘƘŜ ǇŜǊǎƻƴΩǎ ŀŎŎŜǎǎ ǘƻ 5¢{ ŦǳƴŎǘƛƻƴǎ ǘƻ ǘƘŜ ƭƻǿŜǎǘ ƭŜǾŜƭ ǊŜǉǳƛǊŜŘ ǘƻ ǇŜǊŦƻǊƳ ǊŜƳŀƛƴƛƴƎ 

duties. 

4.1 Required Training 

Within two weeks of appointment, and before approving any documents, the AO must complete a training 

course as defined in Certifying Officer Legislation (COL) Public Law 104-106. The AO must provide a printed 

course completion certificate to their supervisor. 

¢ƘŜ !hΩǎ ŎƘŀƛƴ ƻŦ ŎƻƳƳŀƴŘ ǿƛƭƭ ŘŜǘŜǊƳƛƴŜ ǘƘŜ ǎǇŜŎƛŦƛŎ ŎƻǳǊǎŜ ǘƘŀǘ ǿƛƭƭ ǎŀǘƛǎŦȅ ǘƘŜ ǘǊŀƛƴƛƴƎ ǊŜǉǳƛǊŜƳŜƴǘΦ ¢ƘŜ 

Travel Explorer (TraX) offers Training for Accountable Officials and Certifying Officers (TAOCO) for initial and 

refresher training. For access to the TAOCO classes, see the DTMO Passport portal and log into TraX. 

Note: Check with your Component for business rules that apply to your organization. 

4.2 Recommend Training 

In addition to the TAOCO classes mentioned above, we recommended AOs take at least one course from each 

category listed below. All classes are available through TraX. 

Travel Policy ς These classes provide an overview of travel regulations. Available classes are: 

¶ Programs and Policies ς TDY Travel Policies 101, WBT 

¶ Programs and Policies ς Joint Travel Regulations Overview, WBT   

DTS ς These classes provide an understanding of how to use DTS to authorize and approve travel. Although 

many DTS classes are available in TraX, the ones most pertinent to AOs are: 

¶ AO/RO - The DTS Approval Process, WBT 

¶ AO/RO - Vital Skills for Authorizing Officials, WBT 

¶ AO/RO - Vital Skills for Authorizing Officials Applied, WBT 

¶ AO/RO - Vital Skills for Authorizing Officials Assessment, WBT 

4.2.1 Travel Policy 

Travel policy classes provide an overview of travel regulations for TDY travel. Travelers, Travel Clerks, Routing 

Officials, and DTAs can all benefit from taking the training. Available TraX WBT classes listed in Section 4.2 are 

the TDY Travel Policies and Joint Travel Regulations Overview and if available, classroom training provided by 

https://media.defense.gov/2021/Nov/05/2002888333/-1/-1/0/ACCESSING_TRAINING_FOR_AOS_AND_COS.PDF
https://www.defensetravel.dod.mil/neoaccess/login.php
https://www.defensetravel.dod.mil/neoaccess/login.php
https://www.defensetravel.dod.mil/neoaccess/login.php
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your organization. Some other TraX WBT classes on policy include U.S. Government Rental Car Program, 

Managing Travel Card Misuse, and the City Pair Program. 

4.2.2 Defense Travel System 

DTS classes provide an understanding of how to use the system to authorize and approve travel. TraX WBT 

classes listed in Section 4.2 are The DTS Approval Process, Vital Skills for Authorizing Officials, Vital Skills for 

Authorizing Officials Applied and if available, classroom training provided by your organization. Other TraX WBT 

classes to consider for AOs are DTS Travel Documents (DTS 101) and DTS (Special Topic) - Cancellation 

Procedures. 

4.3 Approving Travel Documents in DTS 

The AO uses DTS to review and approve requested payments in travel documents. Authorizations may contain 

travel advances and scheduled partial payments (SPPs), while vouchers contain reimbursements for incurred 

expenses and earned travel allowances.  

On the authorization, in addition to certifying payments, the AO must ensure that travel arrangements and 

should-cost estimates are reasonable and consistent with the mission prior to approval. For example, when 

approving a travel document which includes a mode of en route transportation you did not direct or authorize, 

ȅƻǳ ǎƘƻǳƭŘ ǊŜǾƛŜǿ ǘƘŜ ƛƴŦƻǊƳŀǘƛƻƴ ŎŀǊŜŦǳƭƭȅ ǘƻ ŘŜǘŜǊƳƛƴŜ ǘƘŜ ǘǊŀǾŜƭŜǊΩǎ ǘǊŀƴǎǇƻǊǘation reimbursement. See the 

JTR, Chapter 2, 020210. F. Cost Comparisons Between Use of a POV and Other Modes of Transportation 

(Computation and Calculation Rules). 

The information paper, Introduction to Constructed Travel provides some constructed travel examples. On the  

DTMO Constructed Travel Home page at https://www.travel.dod.mil/Programs/DoD-Travel-

Systems/Constructed-Travel/ is the Pre-Travel Worksheet (PDF) for an authorization and Post-Travel Worksheet 

(PDF) for a voucher with an accompanying guide for each worksheet. 

¶ https://www.travel.dod.mil/Portals/119/Documents/Constructed_Travel/pre-travel-worksheet.zip 

¶ https://media.defense.gov/2022/Jun/01/2003009902/-1/-1/0/PRE-TRAVEL-WORKSHEET-GUIDE.PDF 

¶ https://travel.dod.mil/Portals/119/Documents/Constructed_Travel/post-travel-worksheet.zip  

¶ https://media.defense.gov/2022/Jun/01/2003009907/-1/-1/0/POST-TRAVEL-WORKSHEET-GUIDE.PDF 

On the voucher, the AO ensures that the document reflects what actually happened on the trip, and that all 

payments the traveler requested are accurate, authorized, and allowable (e.g., claimed expenses match 

required receipts). The AO must also ensure there is a proper LOA on the authorization and voucher, see 

Chapter 12, Section 12.3. 

If the AO determines or believes any request for payment is inappropriate, the AO must disapprove the request 

by returning the document for correction. DTS helps the AO identify actual or potential inappropriate payments, 

and can be useful for comparing voucher claims against the approved should-cost estimate. 

An AO should be confident that any document they approve is complaint with travel policy and their local 

business rules. Recommend using a standardized process or checklist to avoid mistakes and oversights. Once the 

AO selects the APPROVED stamp, and applies their digital signature, the AO obligates (for authorizations) and 

certifies the payment of funds (i.e., advances, SPPs, and vouchers) in DTS. Note: An AO has pecuniary liability for 

erroneous payments made a result of personal negligence. In certain situations, an AO may be permitted to 

https://www.defensetravel.dod.mil/neoaccess/login.php
https://www.defensetravel.dod.mil/neoaccess/login.php
https://www.defensetravel.dod.mil/neoaccess/login.php
https://www.travel.dod.mil/Policy-Regulations/Joint-Travel-Regulations/
https://media.defense.gov/2022/May/12/2002995645/-1/-1/0/CONSTRUCTED_TRAVEL_INFORMATION_PAPER.PDF
https://www.travel.dod.mil/Programs/DoD-Travel-Systems/Constructed-Travel/
https://www.travel.dod.mil/Programs/DoD-Travel-Systems/Constructed-Travel/
https://www.travel.dod.mil/Portals/119/Documents/Constructed_Travel/pre-travel-worksheet.zip
https://www.travel.dod.mil/Portals/119/Documents/Constructed_Travel/pre-travel-worksheet.zip
https://media.defense.gov/2022/Jun/01/2003009902/-1/-1/0/PRE-TRAVEL-WORKSHEET-GUIDE.PDF
https://media.defense.gov/2022/Jun/01/2003009902/-1/-1/0/PRE-TRAVEL-WORKSHEET-GUIDE.PDF
https://travel.dod.mil/Portals/119/Documents/Constructed_Travel/post-travel-worksheet.zip
https://media.defense.gov/2022/Jun/01/2003009907/-1/-1/0/POST-TRAVEL-WORKSHEET-GUIDE.PDF
https://media.defense.gov/2022/Jun/01/2003009907/-1/-1/0/POST-TRAVEL-WORKSHEET-GUIDE.PDF
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approve their own authorizations (i.e., not containing an advance or SPP), but an AO is prohibited from 

authorizing their own travel payments per policy and DTS restrictions (see Chapter 4.4). 

The AO must ensure that the travel budget associated to the LOA in the document has sufficient funds to cover 

the travel costs. DTS will not let the AO approve a travel document when the should-cost estimate 

(authorization) or the actual cost (voucher) exceeds the amount of funds available in the budgets associated to 

the LOAs in the travel document. If this occurs, the AO must contact the FDTA or BDTA for guidance or request 

additional funding (or conversely disapprove/return the travel request). 

¢ƘŜ !hΩǎ ŀǇǇǊƻǾŀƭ of an authorization establishes an obligation in the official accounting system to support the 

expected payments to the traveler upon completion of the trip. 

The DoD FMR holds AOs pecuniarily liable (i.e., financially accountable) for their actions related to the approval 

of travel authorizations and subsequent payment as determined by the Component. 

System audits and policy checks assist the AO in their review and approval of travel authorizations. DTS flags 

each item it identifies as a questionable claim. The traveler must provide sufficient justification for the item 

before the AO may approve the document. DTS must maintain all travel documents as part of the official travel 

record. An AO must exercise discretion, consistent with mission or trip purpose requirements and the JTR, as 

applicable, when approving or rejecting flagged items. 

The AO also approves payments requested in travel documents. Authorizations may include a request for a 

travel advance or SPPs. The AO must review the authorization and all applicable information before approving 

an advance or SPP. Vouchers include requests for reimbursement of incurred expenses and payment of earned 

allowances. A traveler must attach all required substantiating records (e.g., receipts) to the travel document. 

DTS supports attaching electronic images to a travel document by upload or drag-and-drop method, see Chapter 

12.3. 

Authorizing Officials (AOs): 

¶ Must complete COL training before starting to work as an Authorizing Official (AO), and annually 

thereafter. 

¶ Must have an approved DD Form 577 appointment, as an accountable official (see Appendix C). When 

this appointment expires, use the same DD Form 577 to terminate the appointment. Reduce access to 

DTS functions to the lowest level required to perform their remaining duties. 

¶ Have pecuniary liability for payments disbursed due to approved payments on vouchers, as well as for 

advances, and SPPs on authorizations. 

¶ Have pecuniary liability for erroneous payments made on vouchers. 

Additional guidance is in Appendix C of this guide and DoD FMR, Volume 5, Chapter 5. 

4.4 Self-AO 

DTS does not support blanket travel authorizations. An individual, who previously traveled under a blanket 

travel order prior to DTS, now requires assignment as a Self-Authorizing Official (Self-AO). Self-AOs: 

¶ Are added to the routing list and provided the APPROVED stamp to self-authorize. 

¶ /ŀƴΩǘ ŀǇǇǊƻǾŜ ǘƘŜƛǊ ƻǿƴ ŀǳǘƘƻǊƛȊŀǘƛƻƴΣ ƛŦ ƛǘ Ŏƻƴǘŀƛƴǎ ŀ ǘǊŀǾŜƭ ŀŘǾŀƴŎŜ ƻǊ ŀ {tt ǊŜǉǳŜǎǘΦ 

https://comptroller.defense.gov/FMR/
https://www.travel.dod.mil/Policy-Regulations/Joint-Travel-Regulations/
https://comptroller.defense.gov/FMR/
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¶ /ŀƴΩǘ ŀǇǇǊƻǾŜ ǘƘŜƛǊ ƻǿƴ ǾƻǳŎƘŜǊΦ 

¶ Can verify funds are available in the DTS budget, if they have organization access. 

¶ May have separate budgets based on local business rules. 

Someone other than the Self-AO must approve vouchers and authorizations that include travel advances or SPPs 

in the Self-AOs routing list. Self-AOs must follow the DoDI 5154.31 and their local business rules for role 

designation and any necessary training.   

4.5 AO Access to the DTS Budget Tool and Reports 

Giving AOs permission level 1 allows them to view (but not edit) DTS Budgets to confirm funds availability at any 

time. Without permission level 1, they can only see travel funds availability when they apply (or try to apply) the 

APPROVED stamp to a DTS document. 

Giving AOs organization access allows them to run reports to view the following budget status reports: 

¶ Total Obligation Report 

¶ Target Adjustment Report 

¶ Transaction Report 

¶ Balance Report 

  

https://www.travel.dod.mil/Portals/119/Documents/DTS/DTS%20Regulations%2020210812.pdf?ver=VfpoSUpC5RkeYkAX8zsH9A%3d%3d
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Chapter 5: Certifying Officer 

For a detailed explanation of Certifying Officer Duties in DTS, see Chapter 4.3. A summary of a Certifying 

hŦŦƛŎŜǊΩǎ Ƴŀƛƴ ǊŜǎǇƻƴǎƛōƛƭƛǘƛŜǎ ƛǎ ŀǾŀƛƭŀōƭŜ ƛƴ ¢ŀōƭŜ р-1. 

Table 5-мΥ /ŜǊǘƛŦȅƛƴƎ hŦŦƛŎŜǊΩǎ wŜǎǇƻƴǎƛōƛƭƛǘƛŜǎ 

/9w¢LC¸LbD hCCL/9w{Ω a!Lb w9{thb{L.L[L¢L9{ Chw ¢w!±9[ w9La.¦w{9a9b¢ 

EnǎǳǊŜ ¢Ƙŀǘ tŀȅƳŜƴǘǎ !ǊŜ Χ Details 

Legal 
Requested payments are in accordance with Federal laws and local 
policy. 

For Official Business 
Requested payments support official travel; none are for personal or 
unauthorized activities. 

Properly Supported 

Required attached documentation is legible, and supports payment 
claims. This includes required: 

¶ Receipts 

¶ Approvals (e.g., business class travel) 

¶ Justifications of pre-audit flags, i.e., use of non-City-Pair flight, 
non-compact rental car. 

¶ DD 1351-2 signed by the traveler when voucher is stamped T-
Entered 

Accurately Prepared Requested payments are assigned to the correct LOA. 

 

Even if the travel document is prepared by someone else (e.g., travel clerk, Non-DTS Entry Agent [NDEA]), the 

traveler remains responsible for the accuracy and completeness of travel information entered into DTS. Attach 

necessary receipts and other substantiating records to the travel document. If the receipts or other 

substantiating records are not available, provide a written statement of missing documentation. For about 

receipts, See Chapter 12.3. After the traveler, travel clerk, or NDEA signs the document, DTS routes it to the AO 

for approval, though other reviewers may see it before the AO. See Chapter 7 for information about NDEAs. 

Note: The responsibilities and relief from pecuniary liability of a Certifying Officer is prescribed under United 

States Code (USC), Title 31, Money and Finance, Section 3528. 
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Chapter 6: Routing Official 

A Routing Official is a person who reviews DTS travel documents. Each Routing Official listed in the routing list 

applies a particular status stamp to the document. Routing Officials may include personnel from the finance, 

transportation, medical, or other offices. See the DTA Manual, Chapter 5 for additional information. 

At a minimum, a Routing Official requires DTS permission levels 0 and 2, though they may require others, 

ŘŜǇŜƴŘƛƴƎ ƻƴ ǘƘŜ ǎǇŜŎƛŦƛŎ ƴŀǘǳǊŜ ƻŦ ǘƘŜƛǊ ǊŜǾƛŜǿ ŘǳǘƛŜǎΦ ¢ƘŜ ƻǊƎŀƴƛȊŀǘƛƻƴ ŘŜǘŜǊƳƛƴŜǎ ŜŀŎƘ ǊƻǳǘƛƴƎ ƻŦŦƛŎƛŀƭΩǎ 

duties. If their function is to only review documents, which route to them for action (based upon the routing 

list), then the Routing Officials donΩǘ ǊŜǉǳƛǊŜ ƎǊƻǳǇ ŀŎŎŜǎǎΦ ¢ƘŜȅ ŀŎŎŜǎǎ ŘƻŎǳƳŜƴǘǎ ǳǎƛƴƎ Trips Awaiting Action 

in DTS. Note: If a Routing Official needs to view a document not in their action queue, then they will need group 

access to use the Traveler Lookup option. 

If appointed as an accountable official, appoint the Routing Official using a DD Form 577 (see Appendix C). When 

this appointment expires, use the same DD Form 577 to terminate the appointment. A DTA must reduce the 

ǇŜǊǎƻƴΩǎ ŀŎŎŜǎǎ ǘƻ ŦƛƴŀƴŎƛŀƭ ŦǳƴŎǘƛƻƴǎ ƛƴ 5¢{ ǘƻ ǘƘŜ ƭƻǿŜǎǘ ƭŜǾŜƭ required to perform remaining duties. 

Although others are possible, the most common Routing Officials are: 

¶ Authorizing Official (AO): Reviews the entire document for travel compliance, approves the document 

and applies the APPROVED stamp or RETURNED when applicable. The AO is the only Routing Official 

who may apply the CANCELLED stamp to a DTS document. 

¶ Reviewing Official (RO): Checks a more specific aspect of the document and applies a REVIEWED stamp 

or RETURNED when applicable. Note: Must occur prior to the APPROVED stamp.  

¶ Certifying Official (CO): Checks for funds availability and applies the CERTIFIED stamp or RETURNED 

when applicable. NoteΥ 5ƻƴΩǘ ŎƻƴŦǳǎŜ ǿƛǘƘ ŀ /ŜǊǘƛŦȅƛƴƎ hŦŦƛŎŜǊΦ ¢ƘŜȅ ǇŜǊŦƻǊƳ ŘƛŦŦŜǊŜƴǘ ǊƻƭŜǎΦ 

  

https://media.defense.gov/2022/May/11/2002994853/-1/-1/0/DTA_5.PDF
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Chapter 7: Non-DTS Entry Agent (NDEA) 

A Non-DTS Entry Agent (NDEA) may be a military member, DoD employee, or a contractor responsible for 

entering DTS travel documents for travelers without reasonable access to DTS. Local command authorities must 

use locally established procedures to appoint a NDEA. Since a NDEA is not an Accountable Official, it is not 

appropriate to use a DD Form 577 to make the appointment. Refer to your local business rules for the NDEA 

designation process.  

¢ƻ Řƻ ǘƘŜƛǊ ƧƻōΣ ǘƘŜ b59!Ωǎ ǇǊƻŦƛƭŜ ǊŜǉǳƛǊŜǎ 5¢{ ǇŜǊƳƛǎǎƛƻƴ ƭŜǾŜƭ 0, group access, and the radio button indicator 

for the selected role. 

When a NDEA applies their digital signature on a DTS authorization for a traveler, they use the SIGNED stamp. 

Stamping a voucher or local voucher on behalf of a traveler, the NDEA applies their digital signature and uses the 

T-ENTERED stamp. 

The T-ENTERED stamp signifies that an authorized person signed the voucher on behalf of the traveler, but 

otherwise functions exactly same as the SIGNED stamp. Before creating a voucher, the NDEA must receive from 

the traveler a completed and signed DD Form 1351-2 (voucher) or OF 1164 (local voucher). That record can be a 

paper or electronic document. The NDEA is not responsible for the validity of the information the traveler 

provided, but is responǎƛōƭŜ ŦƻǊ ŜƴǘŜǊƛƴƎ ǘƘŜ Řŀǘŀ ƛƴǘƻ 5¢{ ŜȄŀŎǘƭȅ ŀǎ ƛǎ ŀǇǇŜŀǊǎ ƻƴ ǘƘŜ ǘǊŀǾŜƭŜǊΩǎ ŦƻǊƳΦ ¢ƘŜ b59! 

Ƴǳǎǘ ŜƭŜŎǘǊƻƴƛŎŀƭƭȅ ŀǘǘŀŎƘ ǘƘŜ ǘǊŀǾŜƭŜǊΩǎ ǎƛƎƴŜŘ DD Form 1351-2 or OF 1164 and all other documents required by 

DoD regulations. 

Note 1: As the document creator, the NDEA is not part of any routing list. 

Note 2: An authorized user ς called a travel clerk in this guide, though the title varies from organization to 

organization ς may create and sign authorizations for a traveler. Travel clerks use the SIGNED stamp, and are 

not required to receive any special paperwork from the traveler or attach it to the authorization. Travel clerks 

are not Accountable Officials, and do not fall under the Accountable Official rules for a DD Form 577 

appointment. If appointed, follow your local business rules. Unless prevented by another source (e.g., union 

rules) a contractor may serve as a travel clerk. 
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Chapter 8: DTS LOAs 

The first data element in all DTS Lines of Accounting (LOA) format maps is the six-digit Accountable Station 

Number (ASN). This number identifies the accounting system that maintains the records for the funds to be 

used. DTS uses this number to route transactions to the appropriate financial accounting system that correctly 

interprets the remaining fields in the format map. The data is unique for each financial accounting system. See 

the DTA Manual, Chapter 8 for more information. 

The remaining fields in the LOA contain the organizatƛƻƴΩǎ ŦƛǎŎŀƭ ŎƻŘƛƴƎ ǎǘǊǳŎǘǳǊŜ ǇǊŜǎŜƴǘƛƴƎ ƴǳƳŜǊƻǳǎ ŘƛǎŎǊŜǘŜ 

elements up to 10 Accounts. For a complete breakdown of LOA Formats, see the DTA Manual, Appendix R.  

Depending upon the Component, the FDTAs create the LOAs and establishes the budgets or the BDTA complete 

the budgetary actions. This process can be time-consuming for large organizations and may consist of multiple 

FDTAs and BDTA sharing the data entry duties.  

The FDTA with the appropriate organization access and permissions 1, 5, and/or 6 can access the oǊƎŀƴƛȊŀǘƛƻƴΩǎ 

LOAs in the DTA Maintenance Tool. The FDTA can search for one or more LOAs or run a View LOA(s) List to 

obtain a detailed report. As the report is available to download and save in an excel format, the information can 

be easily sorted to verify correctness and identify any discrepancies. See the DTA Manual, Chapter 8 for more 

information. 

https://media.defense.gov/2022/May/11/2002994836/-1/-1/0/DTA_8.PDF
https://media.defense.gov/2021/Nov/15/2002893225/-1/-1/0/DTA_APP_R.PDF
https://media.defense.gov/2022/May/11/2002994836/-1/-1/0/DTA_8.PDF
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Chapter 9: Foreign Military Sales (FMS) in DTS 

The DoD FMS program manages the sale of U. S. Defense articles and services to foreign governments and 

international organizations. A Letter of Offer and Acceptance is the U. S. GovernmenǘΩǎ ŎƻƴǘǊŀŎǘǳŀƭ ǎŀƭŜǎ 

agreement with the FMS customer and must be under full accounting control. 

DTS FMS LOAs references are: 

¶ DTA Manual, Chapter 8 and the DTA Manual, Appendix R: LOA Formats 

¶ The Adding FMS LOAs to a DTS Document information paper 

The DoD Deputy for Security Assistance (DFAS-JAXBA/IN) is responsible for: 

¶ Recording budget authorities in the FMS Trust Fund accounting system 

¶ Maintaining FMS Trust Fund budget execution records 

¶ Approving the Do5 /ƻƳǇƻƴŜƴǘΩǎ ǊŜǉǳŜǎǘǎ ŦƻǊ Ca{ ƻōƭƛƎŀǘƛƻƴ ŀǳǘƘƻǊƛǘȅ 

¶ Obtaining payment advances from foreign customers sufficient to liquidate obligations resulting from 

the FMS budget authorities 

9.1 Processing FMS Transactions 

DTS provides a single, standardized, automated interface with the Defense Finance and Accounting Service 

(DFAS) Corporate Database (DCD) and Defense Integrated Financial System (DIFS) that automates the request, 

notification, and confirmation of FMS-expenditure authority for DTS travel expenditures citing the FMS 

appropriation. 

Before creating expenditures against FMS appropriations, DTS must obtain expenditure authority from DIFS, the 

central accounting system, and authoritative sources for FMS Trust Fund control and management for DFAS-

JAXBA/IN. After obtaining expenditure authority, funds to cover the disbursement are set aside and are not used 

for any other purpose. 

This process involves DTS submitting a travel settlement invoice to DCD that contains at least one LOA with FMS-

defined data elements, County Code, Case Number, and Line Item. This data helps track transactions in DIFS and 

exists in most DoD LOAs. 

¶ FMS Case Number indicates a contractual sales agreement between the U.S. Government and an 

eligible foreign country or international organization document by DD Form 1513 or an official Letter of 

Offer and Acceptance. A FMS case identifier is assigned for the purpose of identification, accounting, 

and data processing for each offer. 

¶ FMS Country Code identifies a country or international organizational code for transactions pertaining 

to FMS. 

¶ FMS Line Item identifies a detail line item on the letter of Offer and Acceptance. 

When DCD identifies a DTS travel settlement invoice containing a LOA with FMS defined data elements requiring 

expenditure authority: 

1. The invoice waits in the DCD for receipt of the FMS expenditure authority from DIFS. 

 

https://media.defense.gov/2021/Nov/15/2002893225/-1/-1/0/DTA_APP_R.PDF
https://media.defense.gov/2021/Nov/15/2002893225/-1/-1/0/DTA_APP_R.PDF
https://media.defense.gov/2021/Nov/08/2002889202/-1/-1/0/FOREIGN_MILITARY_SALES_INFORMATION_PAPER.PDF
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2. The DCD generates a FMS expenditure authority request for the specified County Code, Case Number 

and Transaction Control Number (TCN) to DIFS for approval. 

3. DIFS processes the request and returns a Transaction Reply Code (TRC) to DCD for approved 

expenditure authority or a TRC with reason for reject expenditure authority. 

4. When the DIFS TRC approving the expenditure authority is received, the associated DTS travel 

settlement invoice will be released to the designated General Accounting and Finance System (GAFS) 

central site for disbursement processing by the Centralized Disbursing System (CDS). If DIFS returns a 

TRC rejecting the request, DCD will generate and route a Negative Acknowledgment Code (824) to DTS. 

5. After CDS processes the disbursement, the Remittance Code (820) routes back to DCD where the TCN is 

appended to register the approval of the FMS expenditure authority prior to submission to DTS. 

6. For transactions rejected by DIFS, when the TRC reason is cash not available, DCD will automatically 

resubmit the expenditure authority Request, using the same FMS Case Number, with the next 

transmission to DIFS. 

7. DCD will also notify DTS of the resubmission. DCD resubmits only one request per reject. If a 

subsequent resubmit results is a reject, DCD will send a Negative Acknowledgment Code (824) to DTS. 

Note: FMS transactions requiring expenditure authority must be disbursed in the month the authority is given. If 

DCD receives a FMS transaction requiring expenditure authority after the month-end cutoff, the authority 

submission to DIFS occurs in the succeeding month. 

See Chapter 13 for more information on 8xx codes. 

9.2 Processing Delays Associated with FMR Transactions 

This requirement for expenditure authority ς and the possible delay in receiving from DIFS ς it may cause a delay 

in payments to the traveler whose voucher contained an FMS LOA. 

When DTS provides notifications of the delay: 

¶ The traveler and the AO receive pop-up notifications in DTS reminding them that FMS executes LOAs 

differently and traveler payments require additional processing time. 

¶ The traveler receives an email notification about the delay upon approval of the FMS document. 

Contact your Component for additional guidance. 
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Chapter 10: Travel Funded by Other Organizations 

5¢{ ǎǳǇǇƻǊǘǎ ǘǊƛǇǎ ŦǳƴŘŜŘ ōȅ ŀƴ ƻǊƎŀƴƛȊŀǘƛƻƴ ƻǘƘŜǊ ǘƘŀƴ ǘƘŜ ǘǊŀǾŜƭŜǊΩǎ ƻǊƎŀƴƛȊŀǘƛƻƴΦ ¢ƘŜǊŜ ŀǊŜ ǘƘǊŜŜ ǿŀȅǎ ǘƻ 

process such transactions. The FDTA of the funding organization must ensure that the correct method is used. 

10.1 Shared LOA: Funding and Traveler Organizations in the Same Hierarchy 

A FDTA can set up shared LOAs and budgets between an organization and all of its sub-organizations. If the LOA 

is shared, then all the organizations in the hierarchy can use the LOA and the budgets attached to it. If there is 

only a shared budget, a FDTA must re-ŎǊŜŀǘŜ ǘƘŜ [h! ƛƴ ǘƘŜ ǘǊŀǾŜƭŜǊΩǎ ƻǊƎŀƴƛȊŀǘƛƻƴ ǘƻ ǎƘŀǊŜ ǘƘŜ ŦǳƴŘƛƴƎΦ {ŜŜ the 

DTA Manual, Chapter 8 and the DTA Manual, Chapter 9 for more information on sharing LOAs and budgets. 

10.2 Cross-Organization Funding: Funding and Traveler Organizations in Different 

Hierarchies 

A FDTA can set up cross-organization funding to allow use of an LOA and budget in their own hierarchy usable by 

one or more travelers in a different hierarchy. (Example: A school that funds travel for travelers from multiple 

Services.) Cross-ƻǊƎŀƴƛȊŀǘƛƻƴ ŦǳƴŘƛƴƎ Ŏŀƴ ōŜ ƭƛƳƛǘŜŘ ǘƻ ŀ ǎƛƴƎƭŜ ǘǊŀǾŜƭŜǊ ƻǊ ƻǇŜƴŜŘ ǘƻ ŀƭƭ ƻŦ ŀƴ ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ 

travelers. 

TƘŜ ǘǊŀƴǎŀŎǘƛƻƴ ǿƛƭƭ ǇǊƻŎŜǎǎ ǘƘǊƻǳƎƘ ǘƘŜ ŦǳƴŘƛƴƎ ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ ŦƛƴŀƴŎƛŀƭ ŀŎŎƻǳƴǘƛƴƎ ǎȅǎǘŜƳΦ ²ƘƛƭŜ ŎǊƻǎǎ-

organization funding allows an organization to provide a LOA to another organization in DTS, the LOA label and 

the budget remain under control of the funding organization. The funding organization may remove cross-

funding permission from a traveler or organization at any time.  

The funding FDTA can: 

¶ Make the LOA available to a single traveler or an entire organization 

¶ Assign a routing list intended to be used to approve authorizations, vouchers, or both 

¶ Control the length of time the LOA is available for use 

¶ Monitor the processing of the approvals via the use of the budget reports 

See the DTA Manual, Chapter 8 for instructions on how to use cross-organization funding. Per local policies, the 

FDTA may be required to maintain other supporting documents such as funding letters and email 

correspondence providing approval of the funding action. 

10.3 Funding Organization is not support by DTS 

If the accounting or disbursing system responsible for the LOA cannot process transactions in DTS, then the 

cross-ƻǊƎŀƴƛȊŀǘƛƻƴ ŦǳƴŘƛƴƎ ŦƻǊ ŀ [h! Ŏŀƴƴƻǘ ōŜ ŀŎŎƻƳǇƭƛǎƘŜŘΣ ǿƘŜƴ ƻǘƘŜǊ ǘƘŀƴ ǘƘŜ ǘǊŀǾŜƭŜǊΩǎ ŀǎǎƛƎƴŜŘ 

organization is funding travel.   

Prior to the travel date, the FDTA should work with the funding organization to obtain an agreement or 

memorandum stating the necessary travel specifics (i.e., reservations, expenses, and funding limit) and funding 

ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ ŀƎǊŜŜƳŜƴǘ ǘƻ ǊŜƛƳōǳǊǎŜ ǘƘŜ ǘǊŀǾŜƭŜǊΩǎ ƻǊƎŀƴƛȊŀtion. Note: Be sure to follow your local business 

rules for all off-line funding requirements. 

In this situation, the traveler creates the authorization in DTS using the LOA associated to their organization of 

assignment. The AO verifies the correct LOA is available, then approves and funds the trip from the appropriate 

https://media.defense.gov/2022/May/11/2002994836/-1/-1/0/DTA_8.PDF
https://media.defense.gov/2022/May/11/2002994835/-1/-1/0/DTA_9.PDF
https://media.defense.gov/2022/May/11/2002994836/-1/-1/0/DTA_8.PDF
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budget. Upon travel completion, the AO reviews the submitted voucher for travel compliance (i.e., costs, 

receipts, etc.) and approves for payment, per the JTR. 

In an off-ƭƛƴŜ ǇǊƻŎŜǎǎΣ ǘƘŜ ŦǳƴŘƛƴƎ ƻǊƎŀƴƛȊŀǘƛƻƴ ǇǊƻǾƛŘŜǎ ǘƘŜ ƳƻƴŜȅ ōŀŎƪ ǘƻ ǘƘŜ ǘǊŀǾŜƭŜǊΩǎ ƻǊƎŀƴƛȊŀǘƛƻƴ ōŀǎŜŘ 

upon the agreed travel specifications and funding limit. Note: The funding organization may require proof of 

travel, expenses incurred, total trip costs, as well as, other supporting documentation before processing the 

reimbursement of travel funds. 

10.4 Donôt Use Groups to Support Travelers in Other Organizations 

There is no approved procedure for a DTA (in the funding organization) to add a traveler in an outside hierarchy 

ǘƻ ŀ ƎǊƻǳǇ ƻǿƴŜŘ ōȅ ǘƘŜ ŦǳƴŘƛƴƎ ƻǊƎŀƴƛȊŀǘƛƻƴΦ !ƭǘƘƻǳƎƘ ǘƘƛǎ ǿƻǳƭŘ ŀƭƭƻǿ ŀŎŎŜǎǎ ǘƻ ǘƘŜ ǘǊŀǾŜƭŜǊΩǎ ǇǊƻŦƛƭŜ ŀƴŘ ǘǊƛǇ 

records for processing official travel, the exposure of the personally identifiable information (PII) of the 

unassigned traveler is a PII violation and is not a sanctioned approach to supporting travel.  

hƴƭȅ 5¢!ǎ ƛƴ ǘƘŜ ǘǊŀǾŜƭŜǊΩǎ ƻǊƎŀƴƛȊŀǘƛƻƴ ƘƛŜǊŀǊŎƘȅ Ƴŀȅ ŎǊŜŀǘŜ ƎǊƻǳǇǎ ǘƻ ǎǳǇǇƻǊǘ ƻŦŦƛŎƛŀƭ ǘǊŀǾŜƭΦ DǊƻǳǇǎ ǎǳǇǇƻǊǘ 

mission requirements and hŜƭǇ ƳŀƴŀƎŜ ǘƘŜ ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ ǘǊŀǾŜƭ ǇǊƻŎŜǎǎΦ  

See Chapter 15 for more information. 

  

https://www.travel.dod.mil/Policy-Regulations/Joint-Travel-Regulations/
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Chapter 11: Arrangements Only Trip Type 

To align with the JTR, DTS does not permit άŀǊǊŀƴƎŜƳŜƴǘǎ ƻƴƭȅέ ǘǊŀǾŜƭΣ ƳŜŀƴƛƴƎ ȅƻǳ ŎŀƴΩǘ ǳǎŜ ǘƘŜ 5¢{ 

Reservations module to only book reservations and then process the obligations and disbursements outside DTS 

using legacy travel systems. 

  

https://www.travel.dod.mil/Policy-Regulations/Joint-Travel-Regulations/
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Chapter 12: Other Finance Functionality 

12.1 Scheduled Partial Payments (SPPs) and Advances 

Per the DoDI 5154.31, Volume 3Σ ά¢ǊŀǾŜƭŜǊǎ ǎƘŀƭƭ ǊŜǉǳŜǎǘ {ttǎ ŀǎ ǇŀǊǘ ƻŦ ǘƘŜƛǊ ŀǳǘƘƻǊƛzation request when 

ƻŦŦƛŎƛŀƭ ǘǊŀǾŜƭ ƛǎ ƎǊŜŀǘŜǊ ǘƘŀƴ пр ŘŀȅǎΦέ 5¢{ ǿƛƭƭ ŎŀƭŎǳƭŀǘŜ ǘƘŜ ǇŀȅƳŜƴǘ ŦƻǊ ǘƘŜ ŜƴǘŜǊŜŘ ŜǎǘƛƳŀǘŜŘ ŜȄǇŜƴǎŜǎ ŦƻǊ 

each rolling 30 days. The first payment includes airfare or rail, rental car, (if selected in authorization), lodging 

and M&IE (30 days) and any other expenses added based upon dates and payment method (e.g., checked bag). 

Upon document approval, on the 31st day, the SPPs split-disburse funds to the IBA GTCC vendor to avoid 

ŀŎŎƻǳƴǘ ŘŜƭƛƴǉǳŜƴŎȅ ŀƴŘ ǘƻ ǘƘŜ ǘǊŀǾŜƭŜǊΩǎ ǇŜǊǎƻƴŀƭ ōŀƴk account. DTS continues to calculate additional SPPs 

ōŀǎŜŘ ǘǊƛǇ ŘǳǊŀǘƛƻƴ ŀƴŘ ahwΣ ǎƻ ǇŀȅƳŜƴǘǎ ƻŎŎǳǊ ǘƻ ǘƘŜ ǘǊŀǾŜƭŜǊΩǎ L.! ŀƴŘ ǇŜǊǎƻƴŀƭ ŀŎŎƻǳƴǘǎ. 

A traveler who does not have a Government Travel Charge Card (GTCC) or who is traveling to a location where 

use of the GTCC is impractical or impossible may request a travel advance in their authorization. This advance is 

ǇŀƛŘ Ǿƛŀ ŜƭŜŎǘǊƻƴƛŎ ŦǳƴŘǎ ǘǊŀƴǎŦŜǊ ό9C¢ύ ƛƴǘƻ ǘƘŜ ǘǊŀǾŜƭŜǊΩǎ ǇŜǊǎƻƴŀƭ ōŀƴƪ ŀŎŎƻǳƴǘΦ ²ƘŜƴ ǎŎƘŜŘǳƭŜŘ ǘƻ ōŜ ¢5¸ 

greater than 45 days, travelers may also request SPPs in the authorization. 

DTS allows and the DoD FMR permits users to request a travel advance and SPPs on the same authorization. The 

traveler may receive the full, authorized travel advance amount, and still receive SPPs ς at least until the total 

ŀƳƻǳƴǘ ǘƘŜȅ ƘŀǾŜ ǊŜŎŜƛǾŜŘ Ŝǉǳŀƭǎ ǘƘŜ ǘƻǘŀƭ ŀƳƻǳƴǘ ƻōƭƛƎŀǘŜŘ ƻƴ ǘƘŜ ŀǳǘƘƻǊƛȊŀǘƛƻƴΦ .ȅ ŘŜǎƛƎƴΣ ǘƘƛǎ άƘŀǊŘ ǎǘƻǇέ 

in payments helps prevent a traveler from unknowingly going into travel-related debt, while allowing them to 

continue paying their monthly GTCC bill. 

A normal cap for a travel advance at 80% of the amount obligated for reimbursable expenses per LOA for up to 

30 days of allowances. When that amount is insufficient, the AO may approve a travel advance of up to 100%, 

ǇǊƻǾƛŘŜŘ ŀ 5¢! ŎƘŀƴƎŜǎ ǘƘŜ ŎŀǊŘƘƻƭŘŜǊΩǎ 5¢{ ǇǊƻŦƛƭŜ ǘƻ ǊŜŦƭŜŎǘ Full Advance Authorized. For more information, 

see the DoD FMR, Volume 9, Chapter 5. 

Travelers who book a restricted airfare in DTS may need to receive a travel advance well before their trip begins, 

ǘƻ ƳŜŜǘ ǘƘŜ ŀƛǊƭƛƴŜΩǎ ŜŀǊƭy payment requirements. When that happens, a DTA must update the GOVCC Data 

ǎŜŎǘƛƻƴ ƻŦ ǘƘŜ ǘǊŀǾŜƭŜǊΩǎ 5¢{ ǇǊƻŦƛƭŜ ǘƻ ǊŜŦƭŜŎǘ ADVANCE AUTH in the Advance Authorization field. For more 

information on this process, see the information paper Travel Advances for Restricted Airfares. 

Note: Organizations unconnected to a supporting financial system cannot use the travel advance or SPP 

functionality in DTS. Travelers in such organizations requiring a travel advance and/or a SPP must process their 

authorization outside of DTS. See Appendix H for additional information. 

  

https://www.travel.dod.mil/Portals/119/Documents/DTS/DTS%20Regulations%2020210812.pdf?ver=VfpoSUpC5RkeYkAX8zsH9A%3d%3d
https://comptroller.defense.gov/FMR/
https://comptroller.defense.gov/FMR/
https://www.defensetravel.dod.mil/Docs/Advance_for_Ticketed_Restricted_Fare.pdf
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12.2 Using DTS Reports to Help Process Travel-Related Military Pay Allowances 

The DTS Report Scheduler provides five Management Information System (MIS) reports to help research a 

ǳƴƛŦƻǊƳŜŘ ǘǊŀǾŜƭŜǊΩǎ ŜƭƛƎƛōƛƭƛǘȅ ŦƻǊ ǘǊŀǾŜƭ-related military pay allowances. The reports are: 

¶ Enlisted BAS ReportΥ LŘŜƴǘƛŦƛŜǎ ǇƻǎǎƛōƭŜ ŎƘŀƴƎŜǎ ƛƴ ŀƴ ŜƴƭƛǎǘŜŘ ƳŜƳōŜǊΩǎ .ŀǎŜ !ƭƭƻǿŀƴŎŜ ŦƻǊ 

Subsistence. 

¶ OCONUS Travel Report: Helps determine eligibility for additional military pay allowances based on 

travel outside the contiguous United States. 

¶ FSA Report: Provides information related to Family Separation Allowance eligibility. 

¶ Military Leave Report: Identifies when the member has taken leave in conjunction with official travel. 

¶ Special Duty Conditions Report: Helps determine possible allowances changes due to special duty 

conditions. 

Generating these reports enables a military pay technician to identify key duty conditions instead of using DTS 

authorizations and vouchers. Run these reports as required by DFAS, DoD Component, or local business rules. 

Local policy may require other actions, such as having copies of the travel documents. 

9ŀŎƘ ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ ŎƘŀƛƴ ƻŦ ŎƻƳƳŀƴŘ ŘŜǘŜǊƳƛƴŜǎ ǘƘŜ ǊŜǎǇƻƴǎƛōƛƭƛǘȅ ŦƻǊ ƎŜƴŜǊŀǘƛƴƎ ǊŜǇƻǊǘǎΦ ¢ƘŜ ǊŜǎǇƻƴǎƛōƛƭƛǘȅ 

may fall to a: 

¶ FDTA 

¶ Travel Pay technician 

¶ Military Pay technician 

For organizations not processing military pay transactions locally, a FDTA must work with the military pay office 

that processes the transactions to establish procedures for producing the reports and providing them to the 

military pay technicians. 

These reports should be generated on a regular schedule and often enough to allow the military pay technicians 

sufficient time to enter transactions before the next pay cycle. Large organizations should generate reports 

weekly and smaller organizations monthly. Using paid travel vouchers to generate the reports will provide the 

most accurate data. 

The report may not provide all the information as listed on the travel voucher. If additional information is 

ƴŜŜŘŜŘ ŦǊƻƳ ǘƘŜ ǘǊŀǾŜƭŜǊΩǎ ǊŜŎƻǊŘΣ ǘƘŜ ƻrganization may consider allowing the travel pay clerk Read Only Access 

όwh!ύ ƛƴ 5¢{Σ ƻǊ ƻǘƘŜǊǿƛǎŜ ƎǊŀƴǘ ŀŎŎŜǎǎ ǘƻ ǘƘŜ ǘǊŀǾŜƭŜǊΩǎ ŘƻŎǳƳŜƴǘǎΦ ¢ƘŜ ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ [ŜŀŘ 5¢! ό[5¢!ύ ŘŜŎƛŘŜǎ 

who requires access to MIS reports and traveler records. 

12.3 Substantiating Documents (Receipts and Other Supporting Documents) 

Per the DoD FMR, Volume 9Σ ά¢ǊŀǾŜƭ tƻƭƛŎȅΣ ǊŜǉǳƛǊŜǎ ŀƴ ƛǘŜmized receipt for each lodging expense, regardless of 

the amount, and any individual expenditure of $75 or morŜΦέ The information paper, What is a Valid Receipt? 

available on the DTMO website at https://www.tr avel.dod.mil/Training/Training-

Search/Customtype/56003/Search/receipt/, discusses the DoD FMR valid receipt requirements to consider when 

submitting a voucher for payment of incurred expenses and earned allowances. 

https://comptroller.defense.gov/Portals/45/documents/fmr/Volume_09.pdf
https://www.travel.dod.mil/Training/Training-Search/Customtype/56003/Search/receipt/
https://www.travel.dod.mil/Training/Training-Search/Customtype/56003/Search/receipt/
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In the DTS document, from the Enter Expenses screen, the traveler attaches the electronic images of required 

receipts and other substantiating records (e.g., leave slips, Constructed Travel Worksheet (Pre-Travel and/or 

Post Travel) using the upload or drag-and-drop method.  

Note: When a traveler is unable to process their own voucher in DTS, a NDEA (see Chapter 7 for more details) 

ŎǊŜŀǘŜǎ ǘƘŜ ǾƻǳŎƘŜǊ ƻƴ ǘƘŜ ǘǊŀǾŜƭŜǊΩǎ ōŜƘŀƭŦΣ ŜƴǘŜǊǎ ŀƭƭ ŀŎǘǳŀƭ ŎƻǎǘǎΣ ŀƴŘ ŀǘǘŀŎƘŜǎ ǘƘŜ ǊŜǉǳƛǊŜŘ ǊŜŎŜƛǇǘǎΦ 

Additionally, the NDEA must attach a DD Form 1351-2 signed by the traveler. 

Before approving voucher for payment, the AO must verify the traveler provided all required supporting 

documents and proper receipts under the Expenses module and they match the entered costs in the document. 

The AO must also ensure when a NDEA submits the voucher on behalf of the traveler, a proper DD Form 1351-2 

(Signed by the Traveler) is attached as well as the other required documents.  

To adhere to travel compliance, the DTS document maintains the electronically attached images, so the traveler 

and AO are not required to keep a hard copy. All substantiating records are archived with the travel document in 

accordance with DoD requirements. 

12.4 Expense Items from a Government Travel Charge Card Transaction 

In the voucher, the Enter Expenses screen allows the traveler to pull in travel card charges using the Add 

Expense From GTCC option. This helps the traveler complete the voucher by ensuring accurate claims. It also 

helps determine the correct split-disbursement amount. 

The GTCC vendor downloads all GTCC transactions into DTS nightly. All charge card activity for the past 60 days 

is visible in the voucher from the Enter Expenses screen. This information serves two purposes: 

1. The traveler can add an expense matching the charged item. 

2. The traveler can determine if they need to send more money to the GTCC vendor to pay items not 

appearing on the voucher (e.g., meals they charged to the GTCC, ATM withdrawals). See the DTS Guide 

3: Vouchers. 

TƘŜ !h Ŏŀƴ ǾƛŜǿ ǘƘŜ ŎƘŀǊƎŜǎ ǘƻ ǘƘŜ ǘǊŀǾŜƭŜǊΩǎ D¢// ƛƴ ŀ ǾƻǳŎƘŜǊΦ CǊƻƳ ǘƘŜ Enter Expenses screen, select the 

View GTCC Transactions icon. An Import Expense window opens presenting the recent charges. The AO can 

verify the entered expenses match the charges to card and that the traveler correctly split-disbursed to the 

GTCC to pay the balance. 

12.5 Centrally Billed Account (CBA) 

A Centrally Billed Account (CBA) is an account established between the Government and the Government Travel 

Charge Card (GTCC) vendor for purchase of official transportation tickets. To use a CBA in DTS, the organization 

must request a CBA account using the CBA Load Worksheet available on the DTMO website. Once the DTMO 

loads the CBA account and associates it to the DTS OrganizationΣ ǘƘŜ ǘǊŀǾŜƭŜǊΩǎ ǇǊƻŦƛƭŜ Ƴǳǎǘ ōŜ ǎŜǘǳǇ ǘƻ ŀƭƭƻǿ 

CBA use. For more on DTS Profiles, see the DTA Manual, Chapter 7. 

The organization and traveler must adhere to the CBA requirements for booking and ticketing reservations. The 

organization is responsible for reconciling the CBA invoices timely. 

²ƘŜƴ ŀ ǘǊŀǾŜƭŜǊ ŎŀƴΩǘ ƻōǘŀƛƴ ŀƴ L.!Σ ǘƘŜƴ ǳǎŜ ƻŦ ǘƘŜ /.! Ƴŀȅ ōŜ ŀǳǘƘƻǊƛȊŜŘ ŦƻǊ ŀƛǊ ŀƴŘ Ǌŀƛƭ όƻƴƭȅύΦ ¢ƘŜ ǘǊŀǾŜƭŜǊ 

uses DTS to make their travel arrangements then selects the CBA as the Method of Reimbursement (MOR). The 

Travel Management Company (TMC) processes the request and ticketing occurs per the local business process. 

https://media.defense.gov/2022/May/11/2002995240/-1/-1/0/DTS_GUIDE_3_VOUCHER.PDF
https://media.defense.gov/2022/May/11/2002995240/-1/-1/0/DTS_GUIDE_3_VOUCHER.PDF
https://travel.dod.mil/Portals/119/Documents/GTCC/CBA_Account_Load_Worksheet.pdf
https://media.defense.gov/2022/May/11/2002994837/-1/-1/0/DTA_7.PDF


Guide: Financial Field Procedures  January 23, 2023 

Defense Travel Management Office 25 travel.dod.mil 

After trip completion, the traveler follows the normal voucher process for actual costs, required receipts 

including the CBA ticket information (e.g., original ticket, ticket exchanges) and submits the claim for 

reimbursement. Once the AO approves the voucher, the traveler typically receives payment within 1 to 2 

business days, but the CBA is not paid. 

The CBA reconciliation and payment is a separate process from the reimbursement of individual travel vouchers. 

The DTS CBA Tool automatically tries to match each transaction in Charge Card Vendor (CCV) invoice with an 

entry in DTS. The CBA Specialist uses the DTS CBA Tool to confirm matched transactions and manually works 

those unmatched items. The CBA Specialist electronically reconciles, certifies, and digitally signs monthly CBA 

invoices for payment. For additional information, refer to the DTS CBA Reconciliation Manual.  

https://media.defense.gov/2022/May/11/2002995243/-1/-1/0/CBA_USERS_MANUAL.PDF
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Chapter 13: Obligations and Disbursements 

When the AO approves a DTS authorization, DTS electronically requests an obligation for the authorized expense 

estimate to the appropriate accounting system. When the AO approves a DTS voucher, DTS sends an updated 

obligation for the actual amounts, as well as a disbursement request for the approved payments. 

DTS uses Electronic Commerce/Electronic Data Interchange (EC/EDI) X.12 format type transactions. The EC/EDI 

conducts business in all-electronic environments and provides a computer-to-computer exchange of business 

transactions (X.12 format). This allows processing of all transactions in the same manner. There are many 

advantages of using EC/EDI, but the most significant are reduced paperwork and a quicker response time for 

reimbursement for the traveler. EC/EDI is also an e-Government initiative and a National Performance Review 

(NPR) goal. 

The process starts with the traveler using DTS to create the authorization. The system: 

1. Performs automatic computations. 

2. Validates ǘƘŜ !hΩǎ ŘƛƎƛǘŀƭ ǎƛƎƴŀǘǳǊŜΦ 

3. Sends the transaction to the appropriate finance system. 

An electronic translation system called the Global Exchange (GEX) supports the transaction flow by: 

1. Translating the incoming DTS transaction into X.12 format. 

2. Determining the destination finance system and performing a second translation from the X.12 format 

into a format readable by that finance system.  

3. Routing the transaction to the destination finance system for processing. 

4. Performing the same tasks, in reverse, for transactions sent from the finance system to DTS. 

LŦ ǘƘŜ Řŀǘŀ ƛǎ ƴƻǘ ǊŜŀŘŀōƭŜ ōȅ ǘƘŜ ŦƛƴŀƴŎŜ ǎȅǎǘŜƳΩǎ ŀŎŎƻǳƴǘƛƴƎ ƻǊ ŘƛǎōǳǊǎƛƴƎ ŜƭŜƳŜƴǘΣ ǘƘŜ finance system 

generates an error message and sends it back to DTS for correction. Further discussion on the process for 

correcting errors is in the DTA Manual. 

The various X.12 transaction sets DTS uses are in Table 13-1.  

Table 13-1: Transactions in DTS 

X.12 TRANSACTION SETS USED IN DTS 

Transaction Set Purpose Data Details 

810: Invoice for 
Payment 

Passes messages regarding 
requests for payment 

Includes the data elements used by a 
specific financial disbursing system in 
processing payments. 

820: Remittance 
Passes messages regarding 
payments 

Provides information to the traveler, 
AO, CBA Specialist, or DTA indicating 
that a payment has been made. 
Includes advice of collection related 
to debt management. 

https://www.travel.dod.mil/Training/Training-Search/Customtype/56005/
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821: Obligation 
Passes messages regarding 
making and adjusting 
obligations 

Includes the data elements used by a 
specific financial accounting system 
to record obligations. Includes 
receivable transactions used to 
record and track debt management. 

824: Negative 
Acknowledgement 

Passes messages regarding 
errors 

Includes a transaction reference 
number, travel authorization number, 
and a description of the error. 
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Chapter 14: Error Codes 

DFAS developed a list of error codes related to EC/EDI processing for DTS. The DTS Program Management Office 

(DTS-PMO) maintains the error codes. The DTA Manual, Appendix G, explains and lists the error codes 

associated with translation errors rejected by GEX, as well as error codes returned when rejects occur in finance 

systems. 

If a finance system rejects a requested electronic financial transaction (e.g., 821: Obligation or 810: Payment 

Request), it sends an 824: Negative Acknowledgement to DTS. DTS generates an email to the traveler and the 

ŦǳƴŘƛƴƎ ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ ǊŜƧŜŎǘ ŜƳŀƛƭ ŀŘŘǊŜǎǎΦ ¢ƘŜ ƳŜǎǎŀƎŜ ǇǊƻǾƛŘŜǎ ŀ ŘŜǘŀƛƭŜŘ ŘŜǎŎǊƛǇǘƛƻƴ ƻŦ ǘƘŜ ǇǊƻōƭŜƳΦ 

The DTA routes the error message to the appropriate subject matter expert for correction. After correcting the 

reject, re-sign and re-submit the travel document for payment processing. 

See Chapter 13 for more information on 8xx codes. 

  

https://media.defense.gov/2021/Nov/15/2002893232/-1/-1/0/DTA_APP_G.PDF
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Chapter 15: Privacy Act Considerations 

The provisions of the Privacy Act of 1974 apply to DTS. DoD must establish administrative, technical, and 

physical safeguards to ensure the security and confidentiality of all records maintained in DTS. DoD must protect 

these records against: 

¶ Anticipated security and integrity threats 

¶ Hazards that could result in substantial harm 

¶ Embarrassment 

¶ Inconvenience or unfairness to personnel who use DTS 

Each DTS administrator must ensure: 

¶ Information stored in DTS is accessed for official business only 

¶ Information being used is preserved and protected confidentially 

¶ Information is disclosed only as authorized by statutory or regulatory authority 
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Chapter 16: Conclusion 

¢ƘŜ ǳǎŜ ƻŦ 5¢{ ƎǊŜŀǘƭȅ ŜƴƘŀƴŎŜǎ ǘƘŜ !hΩǎ ŀōƛƭƛǘȅ ǘƻ ŜȄǇŜƴŘ ŦǳƴŘǎ ƛƴ ŀ ƳŀƴƴŜǊ ǘƘŀǘ ōŜǎǘ ƳŜŜǘǎ Ƴƛǎǎƛƻƴ 

requirements. Along with this increased authority for AOs comes increased responsibility. FDTAs are responsible 

for ensuring the financial information maintained in DTS is correct and current at all times.  

This guide is one of many tools that the FDTA can use to educate AOs on DTS financial processes and 

procedures. You can find additional training resources on the DTMO website. 

  

https://www.travel.dod.mil/Training/
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Appendix A: Acronyms 

ADA  Antideficiency Act 

AO  Authorizing Official 

ATM  Automated Teller Machine 

BDTA  Budget Defense Travel Administrator 

CBA  Centrally Billed Account 

CO  Certifying Official 

COL  Certifying Officer Legislation 

DFAS  Defense Finance and Accounting Service 

DoD FMR Department of Defense Financial Management Regulation 

DMM  Debt Management Monitor 

DTA  Defense Travel Administrator 

DTMO  Defense Travel Management Office 

DTS  Defense Travel System 

FDTA  Finance Defense Travel Administrator 

FMS  Foreign Military Sales 

GEX  Global Exchange 

GTCC  Government Travel Charge Card 

JTR  Joint Travel Regulation 

LOA  Line of Accounting 

LDTA  Lead Defense Travel Administrator 

NDEA  Non-DTS Entry Agent 

RO  Reviewing Officer 

ROA  Read Only Access 

SPP  Scheduled Partial Payment 

TMC  Travel Management Company 

TO  Transportation Officer 
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Appendix B: DTS Reports and Requesting Ad Hoc Reports 

DTS Report Scheduler provides the ability to run pre-defined reports which compile and retrieve data quickly 

and in most cases, meets the standard data reporting needs for pre-travel and post-travel. All DTS reports in 

Report Scheduler requires you to have organization access ς and in addition, some require additional 

permission levels or role appointments. Most of these reports can retrieve data for travel documents created in 

the last 15 months and for a date range of up to 31 days (with a few exceptions) at a time for each report.  

When managing travel for your organization, you might consider running reports weekly or monthly depending 

how often your employees travel. For example: 

¶ Pending Airline Cancellation Report. Identifies traveler documents with flights, but not yet approved 

for departure. 

¶ Travelers By Country Report. Verifies who is planning to travel or is on travel to an overseas location 

(up to 31 days from report run date) and the authorization is approved.  

¶ Unsubmitted Voucher Report. Verifies who has not completed a voucher and it has been at least 5 

days since the travel end date.  

¶ Audit of DTS Payment Reports. Supports audits with 11 different reports (start and end date having a 

maximum range of 12 Months). 

To learn more about DTS reports, see the DTA Manual, Chapter 10.  

The Business Intelligence Reporting Tool (BIRT) allows advanced reporting without date restrictions for specific 

personnel to run set queries or build their own queries and schedule specific times to generate a report. Note: If 

ȅƻǳ ƘŀǾŜ ŀŎŎŜǎǎ ǘƻ Ǌǳƴ ǘƘŜ ŀŘǾŀƴŎŜŘ ǊŜǇƻǊǘǎΣ ōǳǘ ŎŀƴΩǘ ǊŜǘǊƛŜǾŜ ȅƻǳǊ ǊŜǉǳƛǊŜŘ ƛƴŦƻǊƳŀǘƛƻƴΣ ŎƻƴǎƛŘŜǊ ǎǳōƳƛtting a 

TAC Help Ticket. The TAC may be able to provide you an alternative BI and Reporting Tool report or options to 

build queries to meet your reporting requirements.  

The Defense Manpower Data Center Reporting System (DMDCRS) allows access the ad hoc data. When there is 

a distinctive need beyond the traditional reporting methods, then Components may request access to 

(DMDCRS) to retrieve necessary travel data. This alternate data source provides standard and customized 

reports, but does not replace standard DTS monthly reports. 

Request Access to DMDCRS: 

1. To access the DMDCRS website and request information, you must complete a DD-2875 form (your 

supervisor, security manager and you sign the form), complete Information Assurance (IA) Training (or 

equivalent), and have an established account.  

2. Log onto the DMDCRS website at https://dmdcrs.dmdc.osd.mil/dmdcrs/ and look for Application 

Access Documents at the bottom left side of the page, to access a copy of the DD-2875 form and the 

Specific Instructions for Completing a DD-2875.pdf. Note: Download and save to a folder on your pc 

then open the file. 

3. Complete the DD-2875 following all steps to prevent processing delays. Then e-mail the completed 

form to the DMDCRS Help Desk at dodhra.dodc-mb.dmdc.mbx.dmdcrs-helpdesk@mail.mil. Upon 

receipt of your request, the POCs will review and process the application. Note: DMDCRS Help Desk no 

longer accepts faxed or scanned forms. 

https://media.defense.gov/2022/May/11/2002994832/-1/-1/0/DTA_10.PDF
https://dmdcrs.dmdc.osd.mil/dmdcrs/
file://///usr.osd.mil/home/DHRA/DTMO/ButlerMA/_MyComputer/Documents/Rebranding/New%20Version%20Guides%20and%20Manuals/dodhra.dodc-mb.dmdc.mbx.dmdcrs-helpdesk@mail.mil
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4. You receive notification once your account is established. 

Generate a Report: 

1. Log onto the DMDCRS website at https://dmdcrs.dmdc.osd.mil/dmdcrs/. 

2. A DMDCRS Homepage appears (Figure B-1). Select Continue. 

 

Figure B-1: DMDCRS Home Page 

3. A DMDCRS Standard Mandatory DoD Notice and Privacy Consent page opens. Review the information 

and then select OK (Figure B-2). 

https://dmdcrs.dmdc.osd.mil/dmdcrs/
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Figure B-2: DMDCRS Standard Mandatory DoD Notice and Privacy Consent Screen 

4. The Registered User Logon screen opens (Figure B-3). In the Select Logon Method box, choose your 

CAC or User Name/Password. Select Continue. 

 

Figure B-3: DMDCRS Registered User Logon Screen 

5. The DMDCRS main page displays. At the top of the screen is a menu line in which you can Create 

Request (standard or create custom reports), view My Requests, Manage Requests, a see a list of the 

Self Service Reports, and request Help (Figure B-4).  
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B-4: DMDCRS Main Screen 

Note: When you submit a request, you receive an email notification regarding the successful 

submission. Then once your files are ready for viewing, you receive a second notification. 

6. From the menu line under the Create Request, select Basic Request (Figure B-5). 

 

B-5: DMDCRS Main Screen (Dropdown list) 

On the Basic Request main page, view and complete the Privacy Information, Section 1 (Figure B-6). 

Once you select the appropriate radio button, select Next to proceed. After you complete then section, 

the number icon changes to the pencil icon in case you need to edit any information. 
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Note 1: If PII is involved, you will be asked to accept the PII Agreement and answer additional questions 

related to the Privacy Information section.  

Note 2: If you are requesting the data from outside the DoD or in a non-DoD capacity, or if the request 

needs to be recurring, you will be asked to acknowledge that a Support Agreement is required between 

DMDC and your organization. 

 

B-6: DMDCRS Basic Request Screen 

7. View and complete the Customer Information, Section 2 (Figure B-7). Once you select the appropriate 

radio button, select Next to proceed. 

 

B-7: DMDCRS Basic Request Screen (continued) 

8. View and complete the Request Description, Section 3 (Figures B-8a and B-8b).  








































